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* Request must indicate access, role, source - we are unable to "copy" another profile

* Use special instructions field for any additional detail or multiple sources entry

SBH 3/14/23

#4

employee in new role

Individual requests access

via email: BusOpsAnalyst@

UHCL.edu

Individual completes* request

Mail to BusOpsAnalyst@UHCL.edu

Role

Individual completes training

form: BusOps/ PS Finance

Access/
UHCL PeopleSoft Finance Security Access 

Request Form

View presentation first

Then do exercise

Individual completes Pcard

training in TAP if requesting

source to use

Dept decides which

If creator, leave blank

Business Operations

receiving  exercise

Financial Access

2 buyers maximum

per Dept.

signs form after

Source Dept. Signatures

CBA/DBA

Supervisor

Business Operations

sets up access in PS

Pcard access

UHCL TAP

New UHCL employee or 

Blank = Creator default

CBA/DBA - Intermediate approver

https://www.uhcl.edu/about/administrative-offices/business-operations/peoplesoft-finance/ps-finance-security-access-request-form.pdf
https://www.uhcl.edu/about/administrative-offices/business-operations/peoplesoft-finance/ps-finance-security-access-request-form.pdf
https://tap.uhcl.edu/login.php
https://tap.uhcl.edu/login.php
https://www.uhcl.edu/about/administrative-offices/business-operations/peoplesoft-finance/ps-finance-security-access-request-form.pdf
https://www.uhcl.edu/about/administrative-offices/business-operations/peoplesoft-finance/ps-finance-security-access-request-form.pdf
https://tap.uhcl.edu/login.php

